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	e-mail address

	To:
	e-mail address

	CC:
	e-mail address

	Sent:
	date

	Attachments:
	attachments

	Subject:
	Order for number product art.no. number

	[bookmark: Text5]Dear name

Thank you for your e-mail. I am afraid you are quite right. Our dispatch department has mixed up two orders and sent you the goods destined for another company.

As we realise that you need the product urgently, we have arranged for name of orwarding company 
to collect the product at the other company’s premises and forward them to you immediately. They will arrive in place within three days.
name of orwarding company will also collect the merchandise sent by mistake tomorrow.

We greatly regret this mistake and hope that it will not cause too much inconvenience. We are taking 
steps to ensure that it cannot happen in the future.

With best regards
name
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